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Remarks:

As Recorxrds Officer I operate in these four
areas to control and improve paperwork in the
Office of Security:

i. Surveys

2. Records Creation
3. Files Maintenance
4. Records Disposal

Attached is my six-month progress report.

This and my July report for FY-62 list my

completed sfforts to date.
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SUMMARY OF SEMIANNUAL PROGRESE REPORT ON 1962

A. Major Surveys Completed
1. Speeial Clearance Center Index.
2. Case Processing Report System.
3. Case Processing Forms Survey.
4. DDS Mail Quasticonsire,
5. Copy Machine Survey.

B. Record Creation Controlled
1. Controlled 97 actions on Security Forms,
2. Transferred respensibility on 3 forms saving $2, 500 in butigeting.
3. Assisted Il Becurity offices on special forms problems.
-4, Briefed 16 professionals on designing forms.

C. Filss Maintenance Service
1. Equipment
8. Evalanted reguests for 19 safes, 3 cabinets and othes items.
b. Assisted § Security sffices locate and test better e pment,

2. Filing Systeme
a. Brisfed persounel on filing systems.
b, Reviewed and corunsnted on 5 major systemn propossis.

D. Records Disposal
L. Dsactive Files
a. Sent k& fest of files to Center enpiying $2, 000 worth of equipment.
b. Brisfed 3 offices on Record storage and retrieval,
¢. Revised and updated record scheduie for two offices.
Z. Vital Records
a. Reported on Vil Records duriag Cuban Crisis.
b, Submitted two recen:mendstions to improve Vital Recorss,
¢. Currently updating SBD Vital Record Schedule.
E. Other Actions
1. Continuing gradunts study and professionsl mestings.
Z. Recelved briefings on Agency and Other Mangement developments,
¥. Fulure
1. Since August 198), I've worked to imprasve Security Records work in
the aress of Dispessl and Forms.

2. This year I shall comtinue those but concentrate ou updating Records

Control Schedules and training personsel in filing syaters and
tochaiques. By this suinmer, [ bope to be organized engugh to éo
more serious Surveys of records problemas.

STAT!

Approved For Release 2008702 7¥ ¢ IMRW!M%!H%OS-3




